U.S. MARINE CORPS
CIVILIAN HUMAN RESOURCES OFFICE
Camp Smedley D. Butler, Okinawa

http://www.mcbbutler.marines.mil/Baselnformation/CivilianHumanResourcesOffice/MLCIHAANnnouncements.aspx

Announcement No. 11-14 Date: 27 Feb 14

POSITION VACANCY ANNOUNCEMENT

Eligible employees who are interested in being considered for the following vacant position(s) should submit the required documents listed
below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the
closing date. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only individuals
selected for interviews will be contacted. Applications will also be accepted by fax (645-7115/comm. 098-970-7115) or by email
(chro_jn_empl@usmc.mil). (Up to 10 pages). Submitted applications will not be returned. For information call 645-3370.
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PWO #:015 | Position title: Stock Control Clerk, #342, BWT-1, Grade-4

MLC F/T Limited Term Number of position(s): 1 Location: JWTC
(NTE: 16 Dec 14)

Organization: G-4 Division, Food Service Branch, Mess Hall Section

Area of consideration  ZEAE [ : Closing date: (#2H#HiFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 6 Mar 14
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Summary of duties: Performs clerical and administrative task in support of the mess hall's daily
operation. Prepares letters, reports and other administrative documents for the mess hall manager’s
signature and forwarding to higher headquarters. Manages office files, manuals, and publications.
Receives, opens and routes all incoming correspondence. Functions as liaison between the mess hall
manager and Base Food Service Office in matters pertaining to MLC employees. Manages time cards and
time sheets for all MLC’s in the mess hall. Responsible for ordering all subsistence items for use in the
mess hall in accordance with the MCBJ Bul.10110, Master Menu. Analyzes all inventory and usages data to
properly order subsistence items and remains within authorized quarterly budget. Reconciles with Base
Food Service all budget data to ensure that budgetary objectives are met and requisitions are paid
promptly. Troubleshoots any adjustment errors and prepares end-of the-quarter reports for forwarding to
Base Food Service. Maintains accountability of all subsistence items in the mess hall by conducting periodic
inventories.

Qualification Requirements &#45&M:
1. Ability to speak, read and write English (LAD-2 or above)
2. Must have good knowledge of various automation software and tools to produce letters, reports,
spreadsheets and graphs. Familiar with MS Office Programs and have basic computer
knowledge/skills.

3. Must be able to type 40 WPM.

4. A background in material and financial handling is highly desirable.

5. Must be able to work independently with little or no supervision.

*Must have POV license for operations/missions required in Base Food Service Branch/Mess Halls.

Required documents DHEEE

1. MCIPAC/CHRO/MLC-IHA 12300/2 1. MCIPAC/CHRO/MLC-IHA 12300/2

2. Questionnaire 2. BEHRFE

3. Copies of certificates/licenses 3. WAL - K TRED 2 B —

JoHE DE S E~, BEREOEFRBSNERIESTRE SN TV IHE HREOHEBITNL2VEENH D 3, FEEMDT

D&, 1~2BREEIHFEBNEGCREEZMIRL TV L) THABENLET .


http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/MLCIHAAnnouncements.aspx
mailto:chro_jn_empl@usmc.mil

